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What Class is and What Class is Not

Class Is Designed... Class is Not Designed...

« To give you the basic .
knowledge and skills you
need to perform your
tasks in COS as well as
to perform any related
business processes

« To demonstrate how you
can further develop your
skills by using the
classroom materials and
online COS training
material

For your specific division
or agency procedures
and policies

To be inclusive of all of
the scenarios you may
encounter in your current
job role




Basic Terminology



Career Opportunities System
(COS)

he Commonwealth’s recruitment tool
consists of two parts:

* The Kenexa 2x BrassRing™ website
which Commonwealth employees use
to perform their daily tasks

* The Talent Gateway which candidates
use to search for and apply to posted
vacancies




Form

* Basis of workflow and all actions in COS

» Used to document each step in an applicant’s
progress from initial application to appointment




Requisition (req)

* The request to fill a job vacancy is initiated by the
agency

 The requisition form contains all information
relative to a job vacancy

* Areq is posted for a minimum of 10 days

« An agency may request that it be posted for longer
than 10 days




Immediate Fill Requisition (req)

 “Immediate Fill” positions are generally not posted
online for the standard 10 day minimum, but the
agency may request to do so. Otherwise they are
available for applicants to apply to 365 days per
year as an “Immediate Fill” posting.



Preferred Skills Questions
(PSQs)

* An agency-developed question relative to a skill set
which the candidate responds to at the time of self-
nomination

* The agency may then incorporate this as part of
their evaluation process under 101KAR 2:066
Section 3

* Alist of PSQs can be found at :
hitp://personnel.ky.gov/employment/psa/default/




Auto req ID

« The COS system-assigned, alpha-numeric code with
the format xxxxxBR (where xxxxx is a five-digit

number) unique to every requisition

 Assigned once the requisition has been saved the first

im : _—
t e (= hitps:/istaging12B.brassring.com/?pagemode-searchi... E|E|E|

Showing reqs
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Show Results 1 of 1 ,

Actions English {US) Sort options | Edit output fiel
+ add new Req - Select a Auto req ID Req folder !
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(’J Foute for O 1215BR ﬁ
|
L v

£ > £ *




Requisition Folder
(Req folder)

« Contains the applicants that self-nominate to your
posting

7= hit ps:ffstaging1 28. brassring.com/? pagemode-searchtt... E| [E| rz|

Showing reqs
1 W s
Show Results 1 of 1 ,

English (US) Sort options | Edit output fiel
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Req

D elind blank reg R e = d
O 12158R (6|




Course Agenda

Welcome Screen

Creating a Requisition

Talent Record

Working a Register

Setting Output Fields

MQ Review v. Bypass Review
Special Candidate Types
eLinking

Appointing a Candidate




Welcome Screen



Log in to COS

= Kenexa 2x BrassRing™ - Windows Internet Explorer provided by Personnel Cabinet

@.\;‘/ L !2)( https brassting. cor v| %J G| |+ X |b | 2

File Edit View Favorites Tools Help
n n ¥
5ip Favorites | 55 2K Kenewa 2x BrassRing™ Ky Personnel Intranet @ | Filshet Ky Class Specifications X C0OS log-in page & - e - -‘l Google

ﬁ} & D = Qg; ~ Page ~ Safety = Tools - I@Iv

¥
98- _2)( Kenexa Zx BrassRing™ 22 welcome to Kenexa 2x Brass, ..

KeneXa

2XBrassRing

Forgot vour password?

v12.5

Kenexz 2% BrassRing is restricted te autherized users only, 2ccess is logged and menitered, Use of the Site constitutes consent te
menitaring, Kenexa BrassRing may immediztely suspend or tarminate access in the event of suspicious or unzutherized activity, Actuzl ar
zttemptad unzuthorized access is subject te civil and/er criminal penzlties,

Done " Trusted sites 4 v 100w -




Kenexa 2x BrassRing ™
(AL1 and AL2 eLink users’ Portal Panel view

Welcome to Kenexa Zx BrassRing™ - Mozilla Firefox
Help

File Edi Yew Hstory Bookmarks Tools

| 22X welcome ko Kenexa 2x BrassRing™ | + |
€ | @ fiips:/staning1 28 brassring.com/welcomePages. User InterfacejWelcomeComposite. aspi

(] tost visked @) Getting Started [51] Latest Headines

URC Home | Logoff| Search| Heln

A Reqs ~ | Candidates ~| Reports ~ | Admin b
Kentuckiy™ ‘ I
SS Support # 2XBrassRing”
() Search Candidates x
{ B e B 1215 '@
—a o-a
Welcome to the Career Opportunities System (COS) My Open Reqgs actions | Filter ¥ Display ¥
Records |1 -6 ofg Results Per Page S0~
COS User Resources
E%’S?_‘SS‘ISGTE Esm TR e B At G e Bistem FR ek Goten [ | autoreq | Class Title : ~ | Attachrments ‘ Cost Cer ‘ #of Yacane | Requisition St | Vacancy Type : | Paost Ending O
k.o
Promotional - Open i
To access the COS Training Manual, click here. ADMINISTRATIVE OCt
O 1355BR BRAMCH MANAGER + 53721 1 Mot Certified Cnly To State Merit 20-0ct-201

To access COS Updates and Tips, click here,

For specific information regarding Agency Level user types, click here, Employees

Competitive - Open

COS Training 12738R  AUDIOLOGIST I + 53767 1 Mot Certified
For information regarding COS training, including schedule, please dick here. igliCoKats
OFFICE SUPPORT Run Competitive - Open (oo
Focdis Iais BSSISTANT I o e b Certification To All Candidates AR
ocation
Upon enrolment in class, an e-mail confirmation will be sent along with the Frankfort, KY lacation. OFFICE SUPPORT Competitive - Open o
O 1354BR. ASSISTANT 1L + 55793 i Mot Certified To All Candidates 21-0ct-201
U Competitive - Open
O 1352BR DEVELOPMENT + 51000 1 Mot Certified To Aﬁ Cand\dateps 21-0ct-201
SPECIALIST I
el e YV,OP:KTQREEV R | O, = Sl Competitive - Onen pE—
<
s-0 = (el
My Candidates My Calendar
Status ‘ Total ‘ ey | cos
O-Filed 2 2 2
Certified - FIM 5 5 5
“four browser has not been
Certified - COMP =} = = configured to use the Outlook
Cert-Added o Register 1 0 al et Calendar view. Microsoft Outiook
2003 aor higher must be installed,

and you must be running Internet
Explorer &0 or higher.




My Open Reqs — portal panel

Select these column headings:

+ [Req fie
+ [Req fie
+ [Req field
+ [Req field
« [Reqfie

ds (standard)]
ds (standard)

(
S
S
(

standard)]
custom)] Requisition Status:

Auto Req ID
Class Title:
Attachments

ds (standard)] # of Vacancies:
« [HR Status] QA Review Pending
« [HR Status] QA Review Approved




Creating a Requisition



In order to create a req in COS:

* Receive the “Request for Personnel Action
Exemption” (PAE) from the Governor’s office

* The 30 million number is the position number and
should be on the PAE- unless it is a newly
established position

* Then, once the newly established position can be
validated in KHRIS, a request for a register may be
made in COS

* Arequest for a register is done by filling out a
requisition form in COS




Create the requisition in COS

* All job vacancies that are posted in COS require the
completion of a requisition form

* All fields labeled with a red asterisk (*) are required
fields and must be completed



Creating and Routing a
Requisition

* Route the requisition to the “Agency
Approver”

« Some agencies' business rules require
approval of a requisition by a central office
“approver’

« Agencies not requiring a formal approval
process will approve their requisitions
themselves before routing the request to the
Personnel Cabinet for final review and
approval




Final approval of a requisition

* The Personnel Cabinet has final approval of a
requisition
« Areq may be placed on “Hold” for various
reasons (the agency will be notified)
* Incorrect information
« Lacks approval by the “Agency Approver”

« Does not match information on PAE or position
number in KHRIS

 All Requisition Team members will receive an
automatic email notification when final approval
has been made by the Personnel Cabinet




10- Day Posting

Automatically posted for a standard ten day
period (includes weekends)

All fields labeled with a red asterisk (*) are
required fields and must be completed

Description of Job Duties may be detailed

Must indicate whether it is “Competitive” or “Full-
Internal Mobility”

May include “Preferred Skills Questions (PSQs)
May add Requisition Team members




Immediate Fill

All fields labeled with a red asterisk (*) are
required fields and must be completed

County location must be indicated

Description of Job Duties may simply read
“Immediate Fill”

Not necessary to indicate whether it is
“Competitive” or “Full-Internal Mobility”

May not add additional PSQs to requisition
May add Requisition Team members




Talent Record



Talent Record

* Electronic document that stores all
information about a candidate including
applications, resumes, system forms, HR
Status history, communication, eLink history
and attachments




Talent Gateway Form

* The form which contains the Merit Application
for Employment



Job Response Form

 Contains the responses to the “Preferred
Skills Questions” for a given requisition and
all questions from the Talent Gateway Form
that were answered by the applicant




Sending System Communications

« System communications are sent to candidates to
provide them with information relevant to their self-
nomination to a requisition

» Agencies needing additional templates should
contact the Register Branch

« These communications can be sent from the
requisition folder or the candidate’s Talent Record
* |[n order to send information specific to the

requisition, communications must be sent from the
requisition folder




Working a Register



Register vs. Requisition

"Register” means any official list of
eligibles for a particular class and,
except as provided in this chapter,
placed in rank order according to the
examination scores maintained for use
iIn making original appointments or
promotions to positions in the classified
service; (KRS.18A.005)




Certified Register Report

« The agency will receive a notification from the
Personnel Cabinet with the procedures defining the
method of compliance (Note: please see attached
handout)

» The certified register report will be “attached” to the
requisition in COS
* This is seen as a yellow icon in the Attachments column

Is https:fistaging128. brassring.com/? pagemode=searchitautoreqid=1215&quickse... g@g|

Showing reqgs 1 of 1

Show Results |1 v | ¢

a i~ . English (US) Sortoptions | Edit output fields | Save cutputfields|
LM LI L

+ add new Req - Selecta Auto req ID Req folder Attachments Class Title :
Req
B elink blank reg e = % = % a % =
g Save as new OFFIEE
(, T - O 1215BR (R | M SUPPORT
? apprai ASSISTANT
m Al il b

£ ? 4 b




Certified Register Report (pdf)

) LetterTemplateDwnld.asp {application/pdf Object) - Mozilla Firefox [ZIE|§|

i@ https://stagingl 25, brassring, com/Jetstream/500/Presentation/ Template /ASP/CandidatefSendCommunication/Letter TemplateDwnid . asp?filename="51FTmrBt 1EF*E1 pIFy CCrURsYhDETa7ml LrGptHIv1 {1 KPR OAL

Certified Register Report

Regquisition # 1215BR Cert Num: 1215 Location: Frankiin County
Title: OFFICE SUPPORT ASSISTANT Il # of Vacancies: 1 Position Number(s): 30999888
Is this a second Certified Register after No Agency Request #: Vacancy Type: Competitive - Open To All Candidates

all REMs have been considered?:

Include EEQ Data?: No Date Generated: 111372012 10:29:28 AM Position Type: Full-time Merit (184)
Requisition Creator: IRELAND, AMY M (PERS) ‘Agency Contact:
SSN Last Name First Name Middle Ranking Value Veteran's Preference
0001 Edwards April Ccos Full-ime Internal
Madbility
0003 Fort Frank Cos Full-time Internal  |NA Yes
Mobility
0008 MeAllister Kate cos Full-time Internal  [NA
Madbility
0010 Tabby Darnell cos Full-ime Internal  [NA
Mobility
o011 Webb Lois cos Full-time Internal ~ [NA
Madbility
0002 Fields Sally cos Competitive NA Yes
0004 Hall Billy cos Competitive NA
0005 Hart ‘Susannah cos Competitive NA
0007 Meeks Mike cos Competitive NA Yes
0008 Mountjoy Liz COs ‘Competitive NA
0009 Pope Mary COos Competitive NA

Date Generated : 11/13/2012 10:29:28 AM Page: 10f 1




HR Status

10- Day Posting Immediate Fill

 Candidates are certified out to the
agency via the certified register
report

e Certified = COMP
e Certified — FIM
* Certified - REM




Req Detail & Req History

Req Detail

Req History

Req detail 12158R : DFFICE SUPPORT ASSISTANTI - Mozilla Firelox:

Req detail 12158R : DFFICE SUPPORT ASSISTANTI - Mozilla Firelox:

& b nlrstenyilipes

0, Req deil 1Z1SER : OFFILE SUPPORT ASSISTANT 11

& b nlrstenyilipes

0, Req deil 1Z1SER : OFFILE SUPPORT ASSISTANT 11

Editreq qasnew | elinkreg

| Pintraq | Posting opions

Putreqonhold || Claseeg | Canceleg | Deleereg

e | elinkreq | Pintraq | Posting opions
Putreqonhold || Clusereq || Cancelreg | Deleere

Fegel Req fistary Atachments Hotes

Req temlate:eritJob Req

Iob psting proviem elink istory

Sender name.

Recipient name/email

IREARD, M PERS-ALS

Reqdetals OFFICE SUPPORT ASSISTANTIT

Job Tt : JPPORT ASEISTAT [
Dlags Thle : C~CE S PFORTA3CISTAT
Titl Code : 900¢
Raency 5 - Fzsonrs Cabinet
Requistion Creator 1SELID, 2¥YF (FRS)
Agency Agpraver: SELINE, 34T (FRS)
Locaton: fre-4 Coury
#afvacancies: -
Postians Remaning : =

Department; [+

Bency Contart:
Agency Request
EostCenter 55753

Position \umber(s)

]

Wark Schedule : st shit

Vacancy Type : Camgite - per 34 Candiddles
Position Type: Fulme ek 1641

Wark Week : - 373 hrwk

Destripion of Joh Dutes: “estheq
Group: € ECHL A GFIZE MACHINE

Vacancy Keyuord Categaries : dcninstrsve! Cleiza
Funan esoues  Persamel

elink sent

JLE

elink opened

Req sttus 0pen

Req detal Regfistery Atachments Hotes

Reqmodiied 1632023 JGELANE, A4 (F25)

Req modiied RELUE, S H RS,

Req modiied DD, HY H RS,

Req modiied LA, HY M PERS,

Reqmofified  [F-O02012 BN, 4T H OBRS;

Reqmndifed AL, Y OERS,

Reqmodified 1692017

AL, 3 W CERS]

Req modiied RELUE, ST H RS,

Reqmodified 161012 RELUA A1 PERS)

Reqmodiied 1620012 o MBS

Reqmodiied 012022 IRELANC, A (F5

Reqmodified 1Lz IFELANE, #47 (35)

Reqmndifid  141n20:2 IRELAIC, K47 T (F25)

Reqmndified  131m20:2 IRELANC, K'Y (5]

Reqmodified 13102022 IGELARE, A4 (225)

Req modifed TRELARE, 471 (F235)




Setting Output Fields



Req search: Edit output fields

%)) Req search results - Mozilla Firefox

@ https:istaging1 26.brassting. comiGridEnhancements. UserInterFaceReqlist sspx?pagemode=searchiautorsgid=12
Show Results |1 v | Showing regs 1 of 1 2
Actions | English (Us) Sort options | _Edit output fields | Save output fields |

A dd nsw RES a| selectall Posting  AutoreqID Register Class Title : Req folder Attachments Requisition  Agency Total Location: Date created PostDate:  PostEnding Certificate Position Type : Req Status
S . [0  optiens Creator : approver:  candidates Date : Expiration
Bei‘_mkb\ankreq = eﬁ eu eu eu eu eu eu eu eﬁ eﬁ eu eu 9 en en

Edit
ii D & 1215BR 1z1s OFFICE SUPPORT ﬁ D IRELAND, AMY M IRELAND, AMY M 11 Franklin 18-ul-2011 01-Oct-2012 16-Oct-2012 15-)an-2013 Full-time Merit Open

r“EP”:tE multiple ASSISTANT 11 (PERS) (PERS) County (188
C
FITO
< < >




Edit output fields for req search:

ReqS: Posting Options
ReqS: Auto req ID

ReqS: Req Folder

Req S: Attachments
ReqS: Class Title

ReqS: Total Candidates
ReqS: Location

Post Date

Post Ending Date

ReqS: Agency Approver
ReqS: Requisition Creator
ReqS: Req Status
Certificate Expiration Date:
ReqS: Date opened




Available Values

Agency Contact :

Agency Reguest=:
Certificate Expiration Date :
Cost Center

Enter Special Entrance Rate :
Group :

Fay Grade :

Pasition Type :

Register Cartificate =
ReqS:Agency :
ReqS:Positions Remaining :
Sazlary Rangs

Selection Method :

Special Entrance Rate :
Waork Wesk :

&y Selection details

Fields wvou can add to your search results

/= https://staging128B.brassring.com/ - Edit output fields - Windows Internet Explorer provided by Personnel Cabinet

Select a field and click 'Add' or 'Remove' to move it from one column to the other. When you are finished click 'Save'.

Remowve

Selected values

Req5:Posting options
Req5:AutoReqgld
Req5:Req folder
Reqg5: Attachments
Reg5:Class Title :
R=g5:Total candidates

Req5:Location : Mowve up
Reg5:Reg status

R=g5:0ate cpensed =
Post Date :

Post Ending Date :

ReqgS5:.Agency Approver : Move
Req5:Requisition Creator : R

Requisiticn Status :

&y Selection details

Fields currently on your search results

[ Save

Cancel

[




Req folder: Edit output fields

¥) Req|folder: 12158R : OFFICE SUPPORT ASSISTANT Il - Mozilla Firefox

@ https:/fstaging125. brassring.com{GridEnhancements. UserInterface/randidatelist. aspx?pagename=foldercontent safolderty N

—

Show Results | 1-11 v |

Showing candidates 1-11 of 11

7

== Back

@View Select all
O num
ﬁ elink e+
R Upd
pdate same status

FR— 10 386578

f%ﬂMuva;’CDw to req

@MDVB/CDDY to folder 2 386579

@Send communication

@Prmt resurne/CY o 366543

f Update candidate type

+Add codes +F 387025

m Rernove from folder

mstack duplicates s 387265

Expor‘t [ASCID)

:@Expm‘t grid {Excel) AN 357352

@Prepara for bullk print

iew printable page 7 [F 387455

sl 367532
s [F 387662
will 367668
nd 387685

. == Back Selected |'_'
Actions | See req details candidates :L__

Sort options I Set quick filters

Edit output fields I Save output fields I Filter this folder |

Candidate ref Name

Q-FI

Edwards, April

Fields, Sally

Fort, Frank

Hall, Billy

Hart, Susannah

Mcallister, Kate

Meeks, Mike

Mountjoy, Liz

Pope, Mary

Tabby, Darnell

miebb, Lois

S5M
(#ad-sa-ads

e-ﬁl

058-11-0001

0g8-11-0002

068-11-0003

065-11-0004

068-11-0005

065-11-0006

06g-11-0007

065-11-0005

06g-11-0009

06&-11-0010

0g8-11-0011

HR status

a

Forms

+a

¥R R R R RO R R EF

jlq HR status
{click to update)
o T
Certified - FIM
Certified - COMP
Certified - FIM
Certified - COMP
Certified - COMP
Certified - FIM
Certified - COMP
Certified - COMP
Certified - COMP

Certified - FIM

Certified - FIM

Updated by

IRELAND, AMY M
(FERS)

IRELAND, AMT M
[PERS)

IRELAND, AMY M
(PERS)

IRELAND, AMY M
[PERS)

IRELAND, AMY M
[PERS)

IRELAND, AMY M
[PERS)

IRELAND, AMY M
(PERS)

IRELAND, AMY M
(PERS)

IRELAND, AMY M
[PERS)

IRELAND, AMY M
(FERS)

IRELAND, AMT M
(PERS)

HR status date Candidate type Ranking ¥alue

e+

17-0Oct-2012

17-0ct-2012

17-0Oct-2012

17-0ct-2012

17-0ct-2012

17-0ct-2012

17-0ct-2012

17-0ct-2012

17-0ct-2012

17-0ct-2012

17-0ct-2012

s

03

o]

(]
(=l
i)

o]
=3
I

|n
O
i)

in]
(=3
o

]
O
=]

in]
=3
o

=]
=
=]

(=l
=
i)

o]
=3
A

(]
=
i)

g

993
909
983
ao09

909

909
Q09
909

993




Edit output fields for req folder:

Candidate ref num

Name

[Talent-Gateway|SSN (###-##-####):
HR status

Forms

HR status (click to update)

Updated by

HR status date

Candidate type




%) Edit output fields - Mozilla Firefox M=1E3

"

| X brassting.com | https: ) skaging1 28, brassring. comjetstrearn'S00) presentationtermplate/asp/ Candidate My Candidate/E ditDisplayFields. aspFoldertype=Fal: 7 7 |

e b N TR

' Edit output fields ~ Help

Select a field and click ‘4dd’' or 'Remowe’ to mowve it from one column to the other When you are finished click 'Save',

Available values Selected values
Address 1 E Candidate ref rum
Addresz 2 | Mame
Agency referral [Talent-Gateway]|SSN [HHE-HHHHH]
City & HR =tatus
Codes Farms
Communications HR status [click to update] Mowve
Caountry Updated by up
[Date last loaded Add HR status date
Deqgres Candidate type -
Educational institute
Email
Employer Move
Field of study Remove dawn
First name
P4 it
& Selection detals o Selection details
Fields vou can add to vour search results Fields currently on your search results

[ Save ] [ Cancel ]




Filtering Folders

Filtering a req folder allows you to display
applicants according to specific search criteria.

* You can search for candidates with specific

skills

* Education
 Licenses

 Etc.

* You can search for candidates based on how
they answered (most) PSQs




Edit search fields

) Welcome to Kenexa 2x Brass|
Fie Edb Yiew Hstory Bookmarks Tools Help

| 2X weleome to Kenexa 2 BrassRing™ | + ‘

(- X brassring.com  https:i/staging128. brassring.comwelcomePages. User Interface/WelcomeComposite, aspx

[ Most visted @) Getting Started (5] Latest Headines

FE fufi?yﬁ;\ ‘ Regs vI Candidates v| Admin v|

ncy User Portal

Edit search fields F Edit output fields

() Search Candidates
(3) Search Reqs

URC | Home | Lagoff | Search| Help

ﬁB'ossRi”g

@

H Load saved search &

Search criteria | ¥iew search criteria View entire folder

select candidate
type(s)

Candidate ref num

Talent-Gateway

SEN (#a#-##-2#a8):
Last name
Eirst name

Date last loaded

Search Clear | Revertto last search

PS01 - Are you willing to travel
throughout the Commonwealth,
which may require overnight
stays?

g Selection detals

PS11 - How many years of
experience do you have in
drafting reports, letters, and/for
memos far someone else?

P528 - On the following scale,
how would you rate your
ency in Microsoft Word?

Days hack:

PS29 - On the following scale,
how would you rate your
proficiency in Microsoft Excel?

P531 - On the following scale,
how would you rate your
proficiency in Microsoft
Outlook?

B = This field supports Boolean queries. Need help?

&y Selection detsils

All

MNane
0-2+years
3-d+years
6-fi+years

&y Selection details

All
Maone
Poor
Fair
Good

~

v

4y Selection detils

~

v

&y Selection details

~

v

4y Selection detils

Candidates per screen :

Privacy Palicy




MQ Review
V.
Bypass Review



HR Status

10- Day Posting Immediate Fill

Candidates are certified out to the agency
via the certified register report:

e Certified — COMP
* Certified — FIM
e Certified - REM




MQ Review Requests

« Agency determines candidates to be considered for
interview, including veterans identified as such on
the certified register report

* Interviews are not to be conducted prior to review
for minimum qualifications by the Personnel Cabinet

« Agency submits request via e-mail or e-link with reqg
ID and names to PERS.MQR@Ky.qgov

* Do not put SSN’s in e-mail
« Subject line of e-mail to be: XXXXXBR MQR

« MQR e-mail will be accepted from any Requisition Team
member or Requisition Creator



MQ Review Requests - cont.

Minimum Qualification (MQ) reviews are conducted by
the Personnel Cabinet’s Division of Career Opportunities
(DCO). HR Statuses shall be updated as follows:

« 6 - Approved MQ — Agency may proceed with offer of interview
» 7 - Rejected MQ — Agency shall not consider this candidate
« 5 - Inconclusive MQ — Agency shall not consider this candidate

DCO e-mails Requisition Team members when the MQR
IS complete.




HR Status Workflow:

10 — Day Posting

* Certified - FIM / COMP / REM

* 4 - MQ Review Requested (Note: Agency may update to this
status)

« 6 - Approved MQ

 Interview Offered (Note: Agency may update to this status)
« QA Review Pending (Note: Agency may update to this status)
« QA Review Approved / Rejected

* Appoint (Note: Agency may update to this status)
« Appointment Form PC Review Complete




What causes Inconclusive MQ?

5 - Inconclusive MQ

* Incomplete Application
« Dates of employment not listed
 Job duties not listed
 Number of hours worked left blank
 Certifications/Licenses not listed

« Education information incomplete
« semester hours earned
e graduation dates




6- Approved MQ

Upon DCO completion of the MQ review,
the agency:

* Reviews the requisition folder containing the
“6 - Approved MQ” candidates
« Conducts interviews as appropriate

» Selects candidate(s) for QA review by the
Personnel Cabinet by setting their HR Status to
“QA Review Pending”




Bypass of Personnel Cabinet
Review

Immediate Fill requisitions only:

*Applications for these titles are reviewed prior to
register certification

«Agency updates designated candidates’ HR
statuses to Bypass Pers Cab Review

 This bypass shall only be used for Immediate Fill
requisitions that were not posted for a 10-day
period

» Agency proceeds with selection process and
update of HR Statuses as appropriate




HR Status Workflow:
Immediate Fill

Certified — FIM/ COMP/ REM

Bypass Pers Cab Review (Note: Agency may update to this
status)

Interview Offered (Note: Agency may update to this status)
QA Review Pending (Note: Agency may update to this status)
QA Review Approved/ Rejected

Appoint (Note: Agency may update to this status)
Appointment Form PC Review Complete




Personnel Cabinet HR Statuses

These HR Statuses are to the Personnel
Cabinet and are not to be used by COS agency users:

* Admin Req Closure

* 6 - Approved MQ (Note: okay to update “from” this
status)

« 7 - Rejected MQ
* 5 -Inconclusive MQ

* QA Review Approved (Note: okay to update “from” this
status)

« QA Review Rejected
« QA Review Incomplete
* Appointment Form PC Review Complete



Special Candidate Types



Reemployment Candidates

* |s a former state employee who had
merit status and was laid-off through no
fault of their own

* By law, REMs have re-hire rights that
supersede those of all other applicants

» For guidance regarding Reemployment:
KRS 18A.110, KRS 113, KRS 18A.130,
KRS18A.135




Reemployment Candidates — cont.

* A certified register report is generated and will
contain all of the REM candidates who applied, as
well as all of the internal mobility candidates




Veteran Candidates

In accordance with KRS 18A.150, prior to
making an appointment to a merit job
posting, the agency must:

o Offer an interview to at least five candidates
with Veterans’ preference



Veteran Candidates — cont.

If the number of qualified veterans submitted for MQ
Review does not satisfy KRS 18A.150, then the
following:

« If no veterans are submitted for MQ Review, and there are eligible
veterans on the certified register report, the MQ Review request will
be returned to the agency

- If eligible veterans are submitted for MQ Review, and less than five
are approved, all remaining veterans on the certified register report
will be reviewed for minimum qualifications; those with an Approved
MQ will be listed in an email to the agency



Veteran’s Preference — “Yes”

* The certified register report is the official source for
compliance regarding the verification of veteran’s
preference- those candidates who have verified
their veterans’ preference with the Personnel
Cabinet are identified with a “Yes” in the Veteran’s
Preference column of the certified register report.

« The statutory obligation to offer an interview only
iIncludes those with preference at the exact time of
certification.
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eLinking



elLink

Link embedded within an e-mail which can
be sent to non-COS users in order to give
them limited access to COS functions such
as:

* reviewing applications
* reviewing newly created reqs



Sending elLinks

 eLinks are intended to be sent to allow
limited access into the Talent Records of
candidates chosen by the eLink sender.

 The elLink sender determines what the
eLink recipient will be able to view




Sending elLinks — cont.

It is recommended that you:

eLink only the Job Response Form

Send only 30 at a time; no more than 50
at a time

Use Firefox instead of Internet Explorer
(it's faster)

Practice by sending eLinks to yourself




Accessing elLinks

In order to access information from an
eLink:

 elLinks allow non-users limited access to COS
without requiring a user type and system-wide
training

* The eLink recipient will access the elLink via
email

 Access is limited to four clicks or seven
days



Accessing eLinks — cont.

In order to access information from an
eLink:

« Recipients click open each hyperlink received
via email for each individual

« Select the “forms” tab to view the form that was
elLinked

 Access is limited to four clicks or seven
days



Appointing a Candidate



QA Review

 The HR status of “QA Review Pending” is used by
the agency to identify selected candidates in need
of a background check

* These candidates have already gone
through the interview process and may be
extended a job offer pending the
background check

« The Personnel Cabinet will perform a background
check on the candidate




QA Review — cont.

* The Personnel Cabinet will conduct a
background check through the Administrative
Office of the Courts (AOC) on those
candidate(s) that the agency flags for
potential appointment

» The HR status is then updated to “QA
Review Approved” by the Personnel Cabinet
once the background check has been
completed




KHRIS and COS

* Once the candidate’s HR status has been set
to “QA Review Approved” by the Personnel
Cabinet, the agency may move the selected
candidate to “Appoint” in COS prior to the
end of the “Certificate Expiration Date”

* Then the agency may appoint directly into
KHRIS

« KHRIS will route the “Appoint” to the proper
channels for approval




Appoint

* The hiring agency updates a candidate’s
COS HR status to Appoint to indicate an
impending register action in KHRIS.

« The agency must set the HR Status to
“Appoint” prior to the end of the Certificate
Expiration date

« However, an Appoint status set more than 30
days ago is a red flag that requires
investigation




Appoint — cont.

Common reasons for the lingering Appoint

status:

« The hiring agency decided not to move forward with the
action

« The effective date of the register action has been
legitimately delayed

« The hiring agency initiated an action that was not a
register action (lateral transfer or demotion)

* The register action did not appear in the Register Branch
worklist as expected




Appoint — cont.

If determined to be a register action, the “Appoint” HR
status is reviewed retroactively

If determined to be a non-register action, the COS HR
status is changed to “Interview — Considered”

If there is no action and the register has expired, the
COS HR status is changed to “Interview — Considered”
and closed the req

If there is no action and the register has not expired,
DCO will consult with the hiring agency prior to changing
the HR status




Agency Guidelines

It is improper to be a candidate for a merit vacancy
where you serve as a COS req creator, agency approver,

Requisition Team member, or agency contact.

« Please contact the Personnel Cabinet for
assistance.

 HR Administrators are meant to be the first point of
contact for questions from Requisition Team members
(Agency Level 3, Agency Level 4, and hiring managers)
regarding regs.



Help Desk Support

If you experience technical difficulties
accessing COS, or once you are in COS,
please use the following resource.

COS Help Desk: COSHelp@ky.gov

Please be as detailed as possible when
sending an e-mail requesting assistance.



